The study aims to determine the approaches of selected government executives to basic communication on the job, specifically their level of confidence and assertiveness in communication skills which are essentials for good leadership. The paper also seeks to correlate the executives' communication skills to intellective and nonintellective variables. A descriptive method of research was employed and no sampling scheme was utilized because the whole population consisting of ninety-seven middle managers was used as respondents and purposively selected from Department of Data disclosed that there is no significant correlation between the respondents' managerial skills and level of confidence and assertiveness when grouped according to variables. Therefore, there is also no significant correlation of the respondents' overall level of confidence and assertiveness when grouped according to variables.
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Introduction
Managers need to recognize that managing is a skill quite different from other kinds of work which requires a special set of skills and abilities. These are developed by gaining an understanding of the principles of management and then applying them to practical situations. IRCHE 2017 among administrative officers on their careers. Objectivity is practiced to the utmost, despite inherent research and human limitations.
Interpretation of problems that need ranking and scoring was made by assigning numerical values of 4, 3, 2, and 1 with verbal explanation, as follows: The application of results of this research was limited to the people involved in the proceedings of this work and specifically to the four selected government agencies where they are connected. However, other agencies may adopt the output as long as it applies and answers their needs.
A descriptive method of research was employed and no sampling scheme was utilized because 100% of the whole population consisting of ninety-seven middle managers was used as respondents. They are purposively selected from Department IRCHE 2017 of Finance (DOF), Department of Transportation and Communication (DOTC), Department of Labor and Employment (DOLE) and Department of Interior and Local Government (DILG). Through the Personal Data Sheet, the respondents' profile was identified: majority of the executives are aged 36-45 years old which is 52.4% of the total population, and the dominant sexual classification is female (63.5%). The sheets collected manifested that most of the executives are bachelor's degree holders (50.8%) and are married (68.3%). It was also revealed that most of the executives have rendered [11] [12] [13] [14] [15] years of service (34.9%) in their respective government agencies.
Results and Discusion
With regards to how well do the executives handle the business situations classified as to managerial skills when grouped according to variables: Table 1 shows that respondents in all age brackets are highly effective in their technical skills regardless of age group as gleaned by an average mean score of 3.30.
This data reveal that to become an executive, age is not a big factor. What is basic is that they have completed the standard years of appropriate formal education and mature enough to take responsibility. As studied by Morreale, Osborn and Pearson (2004) [9] , as individuals mature and become working adults, communication competence continues to be essential. Employers identify communication as one of the basic competencies every graduate should have, asserting that the ability to communicate is valuable for obtaining employment and maintaining successful job performance through working with groups and teams, with persons of diverse background, and when engaged in problem solving and conflict management. Table 2 shows that all respondents regardless of sex are highly effective in their technical skills as gleaned by an average mean score of 3.31.
The result manifests that sex is not an element when executives exchange information to form objectives and set course of action for the operation of the organization. Table 3 shows that the respondents, regardless of educational attainment, are highly effective in their technical skills as gleaned by an average mean score of 3.32.
This result divulges that regardless of educational attainment, all respondents handle well the technical situation manifested in the questionnaire. As pointed by Mintzberg (1998) [14] , the ability to communicate effectively which is one of the basic technical skills of a manager is considered very important. Morreale, Osborn and Pearson (2004) [9] reiterated that the communication discipline should be viewed as central on college campuses. Humans are born with the ability to vocalize but not with the knowledge, attitudes, and skills that define communication competence. The ability to communicate effectively and appropriately is learned and therefore must be taught, and this is supported by the fact that the medium of instruction here in the Philippines is English. It is not surprising then that the respondents are highly effective in their technical skills regardless of educational attainment. The result showed that civil status has no bearing on the effectiveness of executives in their approaches to basic communication on the job with regards to technical skills.
The process of exchanging information to achieve common understanding between two or more people about work-related issues does not require executives to be single or married. [15] , the academic world prepares its students to communicate in today's increasingly global business world. Table 9 shows that all of the 63 respondents are moderately effective in their approaches to basic communication with regards to their interpersonal skills regardless of civil status as gleaned by an average mean score of 2.63.
This manifestation reveals that civil status does not affect the effectiveness of executives in communicating their interpersonal obligations on the job. Pettit et al (1997) [8] found out that communication dimensions with the greatest support as predictors were accuracy of information, desire for interaction, communication load, trust in superior, influence of superior, and communication satisfaction. The mentioned predictors were related to interpersonal skills of a manager and were the prevailing atmosphere in an organization. These instances can happen whether an executive is single, married, separated or a widow. Table 10 shows that executives regardless of length of service are moderately effective in their interpersonal skills as gleaned by an average mean score of 2.66.
This finding divulges that our government executives kept themselves within bounds of proper interpersonal relationship, not extreme or excessive. Fisher (1994) [3] had constantly reiterated in his book that communication is a process, and relationship is a process. As people continue communicating, they continually define and redefine their relationship with each other. Hence, as people spend more time with each other and more relationally experienced, they change, and so do they become more comfortable with the pattern of interaction. Table 11 shows that the fifty-seven respondents regardless of age are highly effective in their communicative approaches on the job when their conceptual skills are concerned as gleaned by an average mean score of 3.26. Respondents within the age group 56 years old and above who are moderately effective in their communicative approaches as gleaned by a mean score of 3.10.
Results reveal that age does not affect the executives' approaches to basic com- stages of development where they begin to take important characteristics. This is true in our country where senior executives become aware of their roles in the workplace because as they mature, they become familiar with one another's strengths and weaknesses and are more secure in their role in the organization.
Based on the above information, it can be concluded that executives regardless of age allow them to think strategically, to see the "big picture," and to make broad-based decisions to serve the overall organization.
IRCHE 2017 Table 12 shows that female respondents are highly effective in their communicative approaches on the job with a mean of 3.40 compared to male respondents who are moderately effective as gleaned by a mean of 3.07.
The result showed that female executives are more articulate in communicating their ideas especially in decision-making. Generally, female managers are more meticulous and have more capacity to understand various cause-and-effect relationships in the organization, analyze how all the parts of the organization fit together, and to view the organization in a holistic manner. Table 15 shows that respondents regardless of length of service are highly effective in their conceptual skills a gleaned by an average mean score of 3. As to what level of confidence and assertiveness do executives generally apply when handling business situations regardless of variables: Table 16 presents a brief account of the level of confidence and assertiveness of the respondents in their technical skills. For situation one, respondents are highly effective in handling a situation whenever they have been turned down for a raise as gleaned by a mean score of 3.24; however, DOTC and DILG executives showed that they are moderately effective in coping with an instance when they are turned down for a raise as gleaned by mean scores of 3.00 and 3.17 respectively. This shows that defensive and insecure people quit when they do not get what they want. Asking "What can I do to get a yes?' is the most productive kind of self-questioning.
For situation two, although the DOTC executives show that they are moderately effective in coping with a work overload as gleaned by a mean score of 3.17, commonly all respondents showed high effectiveness in handling the said situation as gleaned by a mean score 3.63. When a boss thoughtlessly piles an assignments, the best approach is setting priorities to help your boss establish focus and to help you work efficiently.
For situation three, DILG executives are moderately effective in handling the situation when their boss severely criticizes them as gleaned by a mean score of 3.13.
However the prevalent result is that they are highly effective in handling the circumstance when they are criticized severely by their boss as gleaned by a mean score of 3.43. Waiting for the boss to cool down and asking how he would feel in a similar situation is helpful, especially if this behavior is a pattern that you would like to avoid in the future.
For situation four, mainly all respondents are moderately effective in handling the situation when they are being drafted to volunteer as gleaned by a mean score 2.97.
We are all asked to do things we do not want to do, and asking the question "How important is this to you?" is the best answer because the response may effect your decision. If it is not particularly important, you may safely refuse; if the project is very important, you may gain extra points for doing it.
For situation five, all of the respondents are moderately effective in handling an instance when there is a sudden request that you move to a smaller office as gleaned IRCHE 2017 by a mean score of 3.00. It is necessary that you stall for time to think about the best way to deal with this and ask them not to do anything until you can talk further.
For situation six, respondents are highly effective in showing strength in a group as gleaned by a mean score 3.60. Being well-prepared with questions and statements is obviously the best way to show strength in a group especially if it is your style to talk a lot.
For situation seven, DOLE respondents show that they are moderately effective in handling unsolicited advice as gleaned by a mean score of 3.18. Mainly all respondents are highly effective in handling unsolicited advice as gleaned by a mean score of 3.42.
When about to move to a new location and someone else sticks his nose in with advice, the best response is "Why are you sharing this with me?" The person may have valuable insight, but before you can evaluate his advice, you need to know his motivation.
For situation eight, DOLE respondents are moderately effective in recovering from a poor performance as gleaned by a mean score of 3.06. All in all respondents are highly effective in recovering from a poor performance as gleaned by a mean score 3.33. In this case, the very best thing to do is to ask a more experienced executive for constructive criticism. Not only will you get the help you need, but you will also develop that person's interest in you.
These results reveal that the selected government agency executives had a highly effective level of confidence and assertiveness in the area of technical skills as gleaned by a grand mean score of 3.33. Leveriza (1990) [4] emphasized that the government through its officials need to exert substantial effort in touching the lives of the people by cascading information about public service while determining people's needs, feelings and mindsets toward the organization. In relation to this, we cannot deny the fact that leaders are sometimes busy attending to their personal interests that they fail to focus on its work goals. The concept of Leveriza (1990) [4] was further substantiated by L.M. Applegate, J.I. Cash
Jr., and D.Q. Mills of World Executive Digest (2003) [7] by revealing that as technology affects more aspects of the business, work itself will change and require a different set of skills. Managers need to be technically sophisticated and better educated in order to cope with the demands of technology in the workplace. Leaders must have creative powers in managing different on-the-job situations because they are the one who must decide when to use such technical skills and to what end. Workers nowadays are highly skilled and if not stimulated or their independence is threatened, they will go IRCHE 2017 elsewhere. Furthermore, the authors reiterated that every job will be unique, people with different kinds of expertise will work on different sets of projects. selected government agency executives in the area of interpersonal skills. one, the common finding among the respondents is that they are moderately effective on how to get their phone call through as gleaned by a mean score of 2.42. This shows that they are also experiencing a hard time to get a commitment from someone to help them.
However, DOTC and DOLE executives showed that they are less effective in getting their phone call through as gleaned by a mean scores of 2.08 and 2.23 respectively.
For situation two, generally all respondents are moderately effective in answering
their boss' open-ended unexpected question as gleaned by a mean score of 3.16. This situation puts the receiver of the question on the spot, so it is better to have the necessary information needed to make a choice and avoid the risk of making a snap, possibly wrong, decision. DOF and DOLE respondents showed that they are highly For situation three, in meeting a new associates, it is best to ask questions and also volunteer a little bit about yourself without being asked. Executives from DILG revealed that they are moderately effective in connecting with newly introduced associate as gleaned by a mean score of 2.48. For situation four, all respondents are less effective in dealing with the circumstance when they are told after an interview, "We'll get back to you" as gleaned by a mean score of 1.97. Most of the time, when we encounter this kind of situation we want to be in control of the action, and we want to politely know when is the specific day and time to call for an answer. For situation eight, respondents are highly effective in dealing with a confrontational person as gleaned by a mean score of 3.76. Respondents agreed that taking the offensive in some way is good strategy but asking for reason about the confrontational person's arguments is the best because this will lead to a more specific information why such discussion arises.
For situation nine, all respondents are moderately effective in handling an unresponsive person in their team as gleaned by a mean score of 2.79. This shows that the respondents believe that starting a conversation about non-threatening topics will draw the person out.
The findings in Table 17 Therefore, it is the leader's primary responsibility not just to communicate but to communicate in such a way that he or she will be easily understood by his people to be able to achieve the goals of the organization. The latter further reiterated that the worldof-work nowadays is so intense that effective communication will make workers feel they belonged; thus, increase their morale, productivity and lessen turnovers. Table 18 reveals the summarized level of confidence and assertiveness of selected government agency executives in the area of conceptual skills. For situation one, all respondents from the sample government agencies are highly effective in handling the blame for a department report as gleaned by a mean score 3.68.
For situation two, generally respondents are moderately effective in responding to criticisms directed at their department as gleaned by a mean score of 3.11; however, executives from DILG are highly effective in handling the said situation as gleaned by a mean score 0f 3.22.
For situation three, all respondents are moderately effective in handling a business rejection as gleaned by a mean score of 2.92.
For situation four, result reveals that mainly all respondents are highly effective in breaking the ice when dealing with a tough negotiator as gleaned by a mean score of 3.38 though executives from DOF are moderately effective in this particular situation as gleaned by a mean score of 3.09.
For situation five, overall the respondents are highly effective in making a staffscheduling decisions as gleaned by a mean score of 3.68 although executives from IRCHE 2017 DOTC are moderately effective in staff-scheduling decision-making as gleaned by a mean score of 3.00.
For situation six, commonly all respondents are moderately effective in deciphering confusing instructions as gleaned by a mean score of 2.98.
Specifically, the result shows that executives from DOTC are less effective while executives from DILG are highly effective in dissecting confusing instructions.
For situation seven, all in all, the respondents are moderately effective in handling this awful question that people ask all the time: "Tell me about yourself." as gleaned by a mean score of 2.67; however, executives from DOF are less effective in this circumstance as gleaned by a mean score of 2.36.
Lastly, for situation eight, all respondents are highly effective in knowing that the best use of questions is to gain information as gleaned by a mean score of 3.81. IRCHE 2017 These findings in Table 3 expose that respondents are highly effective in handling different organizational situations that require them to have adequate conceptual skills that will cultivate knowledge and the learning process in the organization, not just for productivity's sake but for the organization's success as gleaned by a grand mean score of 3.28. As revealed by D.G. Robinson of World Executive's Digest (2003) [11] in her article From Managing to Leading, leaders must adopt practices that encourage rapid and speedy response from workers to meet the challenges of the new decade.
Decision making must be pushed down to the lowest level possible; employees must be "empowered" to act rather than have to seek permission to do so. Leaders must communicate any and all available information. Only with current information can employees make proper decisions. It was also reiterated by Leveriza (2008) [4] that communication can significantly improve the decision-making effectiveness of public administrators. Additionally, employees must be encouraged to go directly to a needed resource rather than work through the traditional chain-of-command; therefore, networking will be important.
As to the level of confidence and assertiveness the executives generally apply when handling the given business situations regardless of variables, Table 19 shows the summarized result of the level of confidence and assertiveness of selected government agency executives regardless of variables.
Executives from DOF, DILG and DOLE are less self-confident and assertive in their managerial skills regardless of variables as gleaned by total mean scores of 76.54 for DOF, 80.83 for DILG, and 77.24 for DOLE. For executives from DOTC, the result shows that they are least confident and assertive in their management skills as gleaned by a total mean score of 72.83.
The table further revealed that the overall level of confidence and assertiveness of the selected government agency executives in their three types of managerial skills was less confident and assertive as gleaned by a total grand mean score of 76.85.
As disclosed by Leeds (1987) , managers with this altitude of confidence and assertiveness tend to blame circumstances and other people. Managers must realize that asking for help is not a sign of weakness. Asking questions will reduce anxiety, help avoid costly mistakes and let one develop a more people-oriented approach to one's career. DOTC executives who are least self-confident and assertive have to become more assertive for them to make it to the top. Being overworked and working under considerable stress reduces one's self-esteem. For self-improvement, a manager should avoid accepting the blame for foul-ups and refrain from giving-up too easily. Managers who lack confidence and assertiveness use to avoid confrontation IRCHE 2017 This research was further substantiated by Mintzberg (1998) [14] by pointing out that a manager performs some of his most essential functions in his informational role.
As a "monitor", he uses his outside contacts to scan the environment for information affecting the organization. As "disseminator." He distributes information from the outside or from higher up in the organization to his subordinates, or passes information from one subordinate to another. As "spokesman," he sends information to people outside his unit.
In fact, Doyle (2013) [10] revealed that researches found out that effective communication skills causes boosted morale, improved productivity, lessened turnover and harmonious working environment.
Finally, based on the gathered data, there is no significant correlation between the selected government executives' managerial skills when grouped according to variables. This outcome is manifested by the negative values of r, implying negative linear relationships between the variables and r values near or equal to 0, implying a little or no linear relationships between variables used in the study as divulged in Table 20 below. There is also no significant correlation of the executives' overall level of confidence and assertiveness grouped according to variables. The values showed no linear relationship from the paired variables as displayed in Table 21 below.
Conclusion and Recommendation
Based on the foregoing findings, the following conclusions were drawn:
IRCHE 2017 2. In terms of managerial skills, the respondents are highly effective in their technical and conceptual skills, and moderately effective in their interpersonal roles regardless of variables. Based on the substance of the study, the researcher recommends the following ideas:
1. The non-intellective variables used by the researcher should not be prescribed as major requirements for a person to become a competent communicator though we cannot deny the fact that qualified and well-experienced individuals have more edge in obtaining employment and maintaining successful job performance.
2. Basically, government executives must realize that to become successful managers they should have technical, interpersonal and conceptual skills that vary as one progresses up in the organizational ladder. That is, he must combine education (formal coursework and continuing education) with a variety of experiences (training programs and previous jobs) to develop and refine his management skills.
3. People in managerial positions should always give high marks to a high degree of self-confidence and assertiveness in their communication skills, and at the same time, cultivate knowledge and learning process in the organization by empowering the subordinates. In a globally competitive world, the government system should also make a difference by giving workers the power to speak and act rather than seek permission and just follow instructions to do so because these breed productivity and satisfaction among organizational members. But to empower subordinates, government executives must be self-confident and assertive enough to be tolerant of mistakes, must be willing to let go, and must stay out of the way and let the empowered subordinate get the credit.
A training program on building self-confidence and assertiveness in communica-
tive approaches among government executives should be developed to prepare them further in carrying-out their responsibilities in advancing interests of the society and business, and in advancing careers.
5. More researches on related organizational communication should be undertaken to guide the academic world prepares its students to communicate in today's increasingly global business world. We should be aware that the technological advances reshaping our world at the dawn of the 21 century will have powerful impact on organizational communication.
